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Open Shelf FPiling Equipment for Overt, Semi Covert end Covert
Seturity Case Flles

1. The sttached brochure has been developed to present the key
potate of a shelf filing system which I believe wlll prove interesting
to you. I base thig assumption on the premise that by using shelf
filing equipment all of the securlty cases that you now have on hand,
plus all of the cases that are aniticipated to be created during the
next two s can be meintained in 194 less floor than is now
wﬁg your present £1ling equipment. Filing efficlency has
not besn aecrificed in this plan., Experience gained in other
gevermment installations infiicates thet materiel can be filed and
recovared at 8 faster rate with less fatigue vhen shelf filing
eguipment is used.

2, Attachment 1 presents an arrangewent of shelf £1lipg equip-
ment vhich provifes a total of 6,215 linear feet of filing epace.
kpproxieataly 5,030 lineer feet of this total will de red to
houss the actuodlated Security Cases. The balanece of 1185 linesr
feet bas dbesn inclu for record expansion purposes. You will
nobe, the ares to the right of the main corridor has been designated
Ares T and that the area to the left has been designated Ares II.

3. The informstion shown ir attachment 2 has been included fo
summarize the factors used im this proposal.

4. Attechwent 3 deplcte a front view of & section of open shelf
£1ling equipment and a side viev of a file cert equipped with & 10
inch step. This skelch 1s included primerily to show the over all
beight of an B shelf section and one peans of servicing the shelf
filed material. You will note that a shelf ping of 10f inches
bas been proyided. Ihis size opening 1s cons.dered adequate for
the letter size folder, which messures 9} inches high, that is
used for yowr security cases. Ye#tlesl space hes been allocated
in this unlit for a l-out shelf which may be added at a later
date should the of a reference shelf develop. The file cart
1s a fTunctionel plece of eq@upmeni designed to transport security
eases and to pro a8 10 {xch step to assist Of persommel in
servieing the top shelf of the eguipment. The 10 inch step brings
the shelf with in & 5 foot 10 inch resching span. The 10 inch

tep attached to the file cart by & hinge that perwits the step
to intoc firs contact witk the floor when in use; however, vhen
the step is not in use 3 spring raises the step to permit the file
cart to be moved esgily. T heve not atiempted to estimate the

expot quantity of the file carts that may be needed by yowr personnel
Yut I would assume that three or four file carts would suffice.
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Bhort one step stools or short light weight step ladders are desirable for
use by personnel who required only one or two security cases for reference,
Tha flle cart is besieslly for use when a large guantity of cases are

5. Attachment & hes been included to illustrate the general
charscteristios of an opep shelf filing sres and certain features of
the open shelf Piling equipment. This is the type of shelf equipment
reccomenled to house the Overt, Seml Covert and Covert Security Ceses.

6, The waterial in attachment 5 has been included to convey to you
the features of the eguipment recommended to house the “Bpecial” Covert
Becurity Cases. The unit is svailable with reinforced doors and ber

devices to meet your gecurity requirewents. Nineteen of ihese
sections vill be reguired to meintain the current accumulation of these
eased and to provide an estirmted two year expansion factor.

7. In sttschment £ you will find e st ted work station to replace

a portion of the exscutive {pe desgks cumnfly used by clerical personrel.

By , n, the work stetion will provide more usable work space

then a8 desk becavse of the sorting rack attached to the table top. The

table top plus the sorting reck provide apyroximately 12 square feet of
mniged work space eompared to the 13.3 square feet of working surface

svailable on the exmcutive type desk. A work station occcuples © square

feat of floor spece, ¢oupared to the 13.3 reguired for the executive

type desk. A work station has another desireble feature. Becsuse of

its size it can be integruted vith the renges of shelving either in

the middle or at one end of n range of shelving. This feature ls

desirable 1 you desire to locate your persommel with in the lmmediate

proximity of the open shelf £iling equipment., I have mafie no attenpt

to sstimote the quantity of work stations that might be required since

ta €0 so would involve & stuly of work flow and persomnel distribution

which wes not reguested.

8. As a part of the conversion to open shelf filing equipment
you will have to modify your present security csse charge out and file
guide systems. Attachment 7 contains examples of the available types
of guides and cherge cut folders that would serve your purpose, Also
the coaversion will require the remumbering of the file folders so the
identifying mwbers wil) a r in the upper right hand corner of the
folder. This placement of the number greetly facilitates the servicing
of shelf filed materilal.

9. The method of finanoing the pruchase of shelf equipment may be
discussed at a later date after you have evaulated this sal, I
bave estimated the cost of {his proposed filing equipment converaion
te be about $20,710; howvever, the setun]l purchmse price will be
deternined on & pealed bid basis,
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0. In viev of tiw @aratioml verefite that will accrue and

mrmrm airegents to be darived b thnmenrahalf
ﬂuﬁm‘h het you should consider 2 proposal for
i sg ’sim. mm: I may be of further wimme to you
na lease dp not hesitate to call Wmﬁim k205,
x convey uy spprecistion to Mr, for his 25X1A9a
gﬁsﬂm to my staff membars in feveloping the proposed equipment
y out.
Attachment
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